
INSTRUCTIONS: See Publication No. 764M- !  for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue,, Atlanta, Georgia, 30334, 
Attention: Schedulinq Section. 

FOR AGENCY USE 
pplication Date 

pplication Number 

1. Agency Address FOR'REWRDSMANAGEMENT USE 
Depar,tment of Education Application Number 
Division of Curriculum Services : a 7-17 

Date Received Date Completed 
Governor's Honors Program . 
1954 Twin Towers East ? A N  1 4  1987. 

- Atlanta, GA. 30334 OEC 51988 I 
Lonnie Love Administrator 656-5812 

. DatesofSeries 
arliest Latest 

5. Rewrds Series Title /followed by title used in office; if different) 

1964 I to Date IGovernor's Honors Program Residential Staff Files 
. Division and Office Function What is the function of the Division and the Office in which this record series i s  created? 

The Governor's Honors Program Unit provides a flexible education program to meet the needs 
of many of Georgia's gifted and talented students through a s u m e r  program total learning 
experience on one of more of our college campuses. 
gifted tenth and eleventh grade students enrolled in Georgia's public and private secondary 
schools challenging and enriching educational opportunities not usually available in their 
regular school experience. The program is designed to assist students in recognizing their 
potential and empower them as life-long independent learners. 

The program is designed to provide 

. Rewrd Series Description This file contains the following documents (include form numbwsand titles, if any): 
Attach samples of the file. , 

Documentsrelating to: Employment of Residential Staff for Governor's Honors Program: 
*l. Instructors, 2. Residential Assistants, 3. Technicians, 4. Administrative Staff 

Included are: Employment Applications, Acceptance of Employment Letters, Subject-Area 
Consultant Evaluations, Copies of Employment Contracts, Personnel Actions, Expense 
Statements, Recommended Teachers Lists, and related correspondence. 

1. Current Staff Files(co1or coded by *position) - are filed alphabetically 
by employee name. 

Applications for non-selected persons are filed in "INACTIVE FILE", 
alphabetically by name of applicant. 

Fileisarranged: 2. 

. Monthly Reference Rate How often are records referred to which are: 
One to six months old 15 ; Sewn to twelve months old l5 ; Thirteen to twentv-four months old 10 
twenty-five months and older 10 \ ? . 

I. Annual Rate of Accumulation of Records 

: Legakize drawers ;Shelves ; Other lrpecirvl 1 Letter-sire drawers 

1-50-71; Rev. 76 --_ (Ova) 
~ 



a. Is this the onlclal copy of the series? 
If  not. where is it? 

b. Does the series mntain confidential information requiring security handling? If yes, site law or regulation. 

X __ 
X 

11. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 5 years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

12. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
0 Calendar Year; 0 Fiscal Year; ~ Other *School Year then, 

(*August 1 - J u l y  31) 
@ Hold in the current files area 
0 Transfer to local holding area; hold . yeark); then 
0 Transfer to State Records Center; hold 
OD Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

m o n t h ( s l 5  yearis): then MITE** 

yeark); then 

NOTE** I n  the  event a S t a f f  Member i s  r e h i r e d  i n  a subsequent year, remove t h e  l a t e s t  
App l i ca t i on  and Acceptance L e t t e r  f rom t h e  i n a c t i v e  case f o l d e r  and p lace  i n  the  
c u r r e n t  case fo lde r .  

OTHER: App l i ca t i ons  f o r  non-selected persons i n  the  INACTIVE FILE are  c u t  o f f  a t  t h e  
end o f  each School Year; then h e l d  i n  t h e  Current  F i l e s  Area 5 years, then 
destroyed. 

These instructions apply to a l l  prior and future accumulations of the series. 

/ State Records Committee /Signature) Date I Recommendations in para- I I /.----l I f -  I - 
graph 12 are approved. State Auditor/ksignee 1 / - L ? / f l  I (If dkaDDrOved. attach letter .. I of explanation. j Seaetary of Statelkrignee 

I 
. 

Attornev GenerallDerignee 
AR--H)-?1: Rev. 76 



I . . .  . .  * 

C O N F E R E N C E  NOTE 2 / 1 5 / 9 0  

V i c k i e  O a k e s ;  RMO; E d u c a t i o n  Phone  C a l l  

P e t e  S c h i n k e l .  RGS 

R E :  " A d n i n i s t r a t i v e  S u b j e c t  F i l e , "  G o v e r n o r ' s  l l o n o r s  Progr:im. 

N A M E  C I I A N G E :  D i v i s i o n  o f  C u r r i c u l m  S e r v i c e s  is now D l v l s i o l l  o f  
G e n e r a l  I n s t r u c t i o n :   governor.^ Honors  Program i s  null  
G i f t e d  E d u c a t i o n  P r o g r a m .  

R E L A T E I J  APPLICATION: G i f t e d  E d u c a t i o n  P r o g r a m ,  D i v .  o f  G e n e r a l  
I n s t r u c t i o n  R o b e r t  C .  Byrd  [ F e d e r a l l y  f u n d e d ]  S c h o l a r s h i p .  
" L i s t  o f  R e c e p i e n t s , "  

T e n .  $15.00 s c h o l a r s c h i p s  c a n  b e  a w a r d e d  in e a c h  o f  the  
s t a t e s  t e n  c o n g r e s s i o n a l  d i s t r i c t s :  F e d s  pruvi t l t !  1.he moiicy. 

., E d u c r t t i o n  a w a r d s  t h e  s c h o l a r s h i p .  and  G e o r g i a  S t u d e n t  
F i n a n c e  a n d  I n v e s t m e n t  Commiss ions  h a n d l e s  t h e  mnney. 

E d u c a t i o n  is p r o p o s i n g  i n f i n i t e  ( p e r m a n e n t )  r e t e n t i o n  o f  the  
l i s t  o f  r e c e p i e n t s :  A r c l i i v c s  recommended 1 . n f i n l l e  r e l c n t l o n  
f o r  l i s t  o f  G o v e r n o r ' s  1lonor.s P rogram P n r t l c l p n n t s  ( 1 8 1 - 4 3 ) .  
a n d  p l a n n i n g  t o  d e v e l o p  new s c h e d u l e  a p p l i c a t i o n .  

RGS Recommended t h a t  t 8 7 - 4 3  b e  ameuded t o  I n c l u d e  a 1  1 
ti on or s /s c ho  1 a r  /s c ho  1 a r  s h i p r e  c e p  i e n  t / p a r  t i c i pan t I 1 s I s k e p t  
b y  G i f t e d  E d u c a t i o n  P r o g r a m .  a n d  recommended i n f i n i t e  
r e t e n t i o n .  M s .  O a k e s  a c c e p t e d  t h e  r e c o n n e n d a t i ; ? .  . - 

- 
cc:  C e s e  f i l e  

7 S c h e d u l e  t 8 7 - 4 3  c a s e  f i l e  
Agency  f i l e  
RG r e a d i n g  f i l e  P 

87-14 
$3 -7.- I 9 
8 7 - Y 3  

8 7 -  2.9 
7 7  -4  48 -A 

.- 
.- 

, 

. 
c . * 


